Notification of adoption leave and expected date of placement (EPD)
To qualify for adoption leave you must complete all sections of this form and return it to [NAME/DEPARTMENT] within seven days of receiving notification of the match.
I am writing to advise you of the following:

1. that on ………………………….[insert date] I received notification from the adoption agency [insert name and address of agency]
…………………………………………………………………………………………that a child has been matched with me and the expected placement date (EPD) is ……………………………… 

2. that I would like my adoption leave and statutory adoption pay to start on ……………………………………………….[INSERT DATE].  I understand that in order to qualify for statutory adoption pay I must provide you with a  Matching Certificate 28 days’ ahead of this date or as soon as is reasonably practical if this is not possible.
Please treat this information as confidential.

Employee name


…………………………………………………

Department 


…………………………………………………

Date



…………………………………………………

NOTE

If you change you mind about when you wish to start adoption leave, you must notify [NAME/DEPARTMENT] as soon as is practical and giving at least 28 days notice where possible.

